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About This Guide

This guide details how providers will use DCF’s Provider Portal to apply for
the Child Care Counts: COVID-19 Response and Relief Payment Program
during the application period 06/01/2021 - 06/11/2021

Please review all payment program details, eligibility requirements, and
terms and conditions on our webpage before submitting your application.

The Payment Program application is available in the Child Care Provider
Portal system. Information about applying for access can be found here. If
you need help gaining access to the Child Care Provider Portal, please email
DCFPIlicBECRCBU@wisconsin.gov.

If you are unable to access the Provider Portal, or choose not to, you can
contact the Payment Program Call Center for assistance filling out your
application over the phone.

System note: the Child Care Provider Portal will time out after 20 minutes of
inactivity, which will force users to log back in.

IMPORTANT NOTICE

Child Care Counts programs are time-limited programs designed to provide
assistance to child care providers in response to the COVID-19 public health
emergency. They are not grants as that term is defined in 45 CFR72 and
related federal regulations, and the use of the word “grant” is incidental.

\

Child Care Counts Call Center
If you need any assistance, please send an email to:
DCFDECECQOVID19CCPayments@wisconsin.gov.
If you are unable to email, you may call and leave your
detailed questions at: 608-535-3650.

Please note — email is recommended for a faster response.
. J
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How to Submit an Application

Child Care Provider Portal

Login

Existing CCPI Users can log in with

0 el Bt

User ID lzurzlake

Password

Remember Me

Enable Keyboard Accessibility Features

Show Password
=

Enable Screen Reader Features

The Department of Children and Families, protecting children, strengthening families, building communities.

.Hide Options
-
Request access end update your user profile in Account Management .
For additionzl infermation, visit the DCF Portal Info” webpage.
About DCF Public Meetings Careers Request Records Contact Us Wisconsin.gov Press

1. Login Screen

Go to https://mywichildcareproviders.wisconsin.gov/

Type your User ID and Password into the appropriate fields.
Click the Login button to continue.

IMPORTANT NOTE:
Update Your Open Slots
Before beginning your

125 Licenst
sssssssssssssss

application, please review the
open slots that you have
available, including slots for
age ranges and total available
slots. This will ensure that your
center’s available openings

display accurately in the
Available Child Care Map.

Home
. = &
Financial i ilit iduals
CovID-19)
Payments|
A AN ond Facilities ‘
About DCF etings  Care Request Recort
aren and

Click Save when your slot
=> . .
information is updated.
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How to Submit an Application

. Child Care Provider Portal

Welcome, Laura

Logout
FRIOC Site (OE0003STI0-003
173 Licensed Street Farilihe T 1173357
Mk, WI AS4E4-5455
COVID-19 Emergency Information ( Apol
Due to the COVID-19 pandemic, please complete the following and keep it up-to-date so that DOF and its ffartners o P }r
warkers and others performing critical functions fill urgent child care needs. Press "5ave” once you have cpmpleted 5 — (9] )

updating the information.

Address 133 Licensed Street — COVID-19
ke, WI 45454-5455
Payments
Are you abla to provide care for children with m

disabilities?

Enter the number of open slots you have available at this locftion below. \ )

For children under 2 years? 2
For 2 and 3 year-olds? 3

For 4 and 3 year-olds? 3

For & year-olds and older? 3

Enter the total number of open slots (i.e.. available slots) you have availabfle at this location below.

Total available slots 11

Last updated on 05/25/2021 11:15 AM

Saved Successfully

Home
a 5 | =
Financial Facility Details Communications Manzge facility Individuals
A | MMM Other Facilities
About MOF Public Meetings Careers Request Records Contact Us Wisconsingow Press

The Department of Children and Families, protecting children, strengthening families, building communities.
Update SPA OWA Privileges

2. COVID-19 Payments Button
On the COVID-19 Emergency Information page, scroll to the
bottom of the page and click on the COVID-19 Payments button.

Wisconsin Department of Children and Families




Beginning Your Application

e wding Period ‘When Can [ Apply? Payment Program Status
Providing Safe, Hezalthy, And High- Lity Child .
June 2021 reviding Safe. Heslthy, And High-Quality Chi Mot Applied Apply | | 3 :

Care Opportunities

Funding Staff Recruitment And Retention

June 2021 I Mot Applied Apply | | 3 |

— —— — 3. Start

Application
Ele?:lrg;g-llglhf:e{)Tdee:;tlssbefure proceeding with application E TO a p p Iy fo r a

COVID-19 Payments Information SpeCifiC

IMPORTAMT MOTICE: The Child Care Counts programs are time-Limitad payment programs designad to provide aszistance to child care

providers in response to the COVID-1% public hezlth emergency. They are not grants as that term is defined in 45 CFR 72 znd related m I 't
federal regulztions, and use of the word “grant” is incidental. progra ) Se eC
What is Program A Providing Safe, Healthy, And High-Quality Child Care Opportunities? .th e A I

The Providing 5afe, Healthy, And High-Quality Child Care Opportunities payment program is intended to support the costs of p p y

maintzining or enhancing compliance status and/or Young5tar level, increasing hezalth and safety practices, and ensuring high-quality

care is available across stzte. Detsils sbout the purpoze. conditions, and determinztion of the payment czn be viewed on the payment b utto n O n th e

information page.

When Can I Apply? Summary page.

You may apply for this payment znytime from 05/03/2021 through 05,/28/2021. You may mzake changes to your epplication until the last
day. After that, your information will be locked so that the determination and payment process may proceed.

What information do I need to complete this application?
The following information will be collected:

® Facility det=ils (contact information, summary information about your staff and children)
= Temporary closures due to COVID-15

= Hours of operztion during COVID-1% emergency

® Enrolled children information

» Reopen,/Closure detzils (Required if Location is closed)

What happens after I submit my application?

After 05/28/2021, DCF will evaluate and determine payments. You will be notified by emzil when the review process has been
completed. Payments will be made through either direct deposit or check. To receive your money the fastest, register with FIS, if you
haven't done 5o already. FIS registration may take up to 10 business days, and must be finalized before the end of the review period in
order to receive your payment threugh direct depasit. If you prefer to receive & check, you will receive additionzl instructions with your

payment determinztion not’ “se note that receiving a check will take Llonger than direct deposit through FIS.
e : P
Continue | P | <

About DCF Public Meetings Careers Request Records Contact Us Wisconsin.gov Press

The Department of Children and Families, pratecting children, strengthening families, building communities.
Updzte SPA OWA Privileges

4. Review Payment Program Information
After selecting to apply for a payment program, you will see
an informational screen that details the following:

» Overview of the specific payment program
* When the provider can apply
« Information that will be collected in the application

What happens after the submission of the application

5. Continue
Click Continue to go to the Payment Application Details page.

Wisconsin Department of Children and Families




Payment Summary Page

6. COVID-19 Payment

Application List vmpp.,m
There is only one e —
application period. R—
06/01/2021 -

06/11/2021

There are two payment
programs for which a
provider can apply.

A. Providing Safe,
Healthy, and High-
Quality Child Care
Opportunities

B. Funding staff
Recruitment and e ——————
Retention Efforts

Regulated providers may be able to apply
for BOTH payment programs. Please
review Eligibility and Requirements details
on the Payment Program web page.

Beside the Payment Program title, you will also see the Status
of your application.

Incomplete indicates you have started an application for the
program, but your application has not been completed. Click
Details to return to your application.

Not Applied means you haven't applied for this payment. Click
Apply to begin your application.

You may make corrections to your application until the end
of the application period — 11:59 p.m. 06/11/2021.
Applications cannot be modified after the application closes.

Wisconsin Department of Children and Families
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APPLYING FOR PAYMENT PROGRAM A

Providing Safe,
Healthy, And High-
Quality Child Care

Opportunities
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Beginning Your Application

0-19 Payment Application List E

r COVID-19 payments and view details of payment program applications atready started or completed. . . .
= 1. Begin Application

Status

o= .. =»] Onthe payment Program

Mot Applied
Care Opportunities FRe il

e ee e | Summary page, apply for a

lune 2021

B

Providing Safe, Hedleny, And High-Quatity Crild

Saring 2024 March 13 - Apei corfbeportunitics Incompizts | Detaits | B p . f' p g by I . k‘ g th
Saring 2024 March 13 - April 28 T SR ;::r‘”:‘w‘“i" Incompizts | Detsits | B S eCI IC ro ram C IC In e
e mmedneeemee oy | @ppropriate Apply button. In this
s T wesfomess oo s case, we will click the Apply
August 25 - s A gty Ol | oetits | !
Sepimmber 0z carefboportunities

R S e button next to the Providing

September 08 Efforts Available

. .
s e o = Safe, Healthy, And High-Qualit

2020 oE ‘Worl Available ’ '
May 12 -June 11 June 25 - E_e:kzm::r rlentive =y N.ot Ch .I C . .

- i are Opportunities

d .

May 12 -June 11 June 25 - E_e:kzm::r Support Far cufbed Child care Fragrams HNot

2020 oE Avaiabie
April 42 - May 11 e Providing Fundihg Mot

2020 . ‘worl Avzilable

.
2. Review Payment Program [ covio-is raymenss
Please read all the below details before proceeding with application
Information - .
IMPORTANT NOTICE: The Child Care Counts programs are time-Limited payment programs designed to pravide assistance to child care
. providers in respanse to the COVID-19 public heslth emergency. They are not grants s that term is defined in 45 CFR 72 and related
Af-te r S e I eCtI n g to a p p I y fo r a federal regulztions, and use of the word “grznt” is incidental

What is Program A Providing Safe, Healthy, And High-Quality Child Care Opportunities?

. The Froviding Safe. Healthy, And High-Quality Child Care Opportunities payment program is intended to suppert the costs of
a r T ] e n't ro ra I’ T l O u WI maintzining er enhancing compliance status and/or YoungStar Level increasing heslth znd safety practices. and ensuring high-guality
] care is available zcross state. Details sbout the purpose, canditions, nd determination of the payment can be viewed on the pzyment

information

see an informational screen | e

You may apply for this payment anytime from 05/03/2021 through 05/28/2021. You may mzke changes to your 2pplication until the last
day. After that, your informatien will be locked so that the determination and payment process may proceed.

that details the fol |owing: What nformaron o' need o complet s appicaron?

The following information will be collected:

° O H H * Facility detsils (contact information, summary information about your staff and children)
verview O es peC| IC < Temparan closures cus i COVID-13
* Hours of operation during COVID-18 emergency
* Enrolled children information

p ay m e n-t p ro g ra m » Reopen/Closurs detsils (Required if location is closed]

What happens after [ submit my application?

Afrer 05/28/2021, DCF will svzluate 2nd determine pzyments. You will be notified by emzil when the review process has been

.
e When the prowder can et Pyl e e e e epoe o chck o et ot ey v et et 5 300

haven't done so already. FIS registration may t=ke up to 10 business days, and must be finalized before the end of the review period in
order to recsive your payment through direct deposit. If you prefer to receive a check. you will receive additional instructions with your

a p p I y payment dstermination notice. Please nots that recsiving a check will take longer than direct depasit throvnh FIS,
 Information that will be v ——————
Collected in the e s T bt e e R ¥
application
« What happens after the
submission of the
application

3. Continue
Click Continue to go to the
Application Details page.

Wisconsin Department of Children and Families




Add Application Details for Your Location
4. Add Grantee

COVID-19 Payments — Add Application Details
Add common and payment program details for Providing Safe, Healthy, And High-Quality Child Care Opportunities E
S— Details
Funding Period Spring 2021 . .
Grantee First Name * [ Lisa | There IS a Slngle
Grantee Middle Initial . .
Grantee Last Name * Licensed fundlng perIOd for
Grantee Email * Liza@Licensedcenter.Com 1 H 1
Grantee Phone * (121) 2121212 thls appllcatlon'
Tell us if your program is opened or closed due to COVID-19
e ' Was your facility open on 05,/14/20217 * m Be Sure to enter the
ST details marked with a
Did your facility serve anych\ldre_r{u.\lilzs (®) Yes |ON° a red Star. -

Did your facility serve any children who speak m

languages other than English? *

Did your facility serve any children who are m . .
I — If inaccurate details
Did your facility serve anvch\ldl:enfrum_tr.iba’ls ’@TIOT‘ )
Didyourfacilityserveanychl’ldrenll'\-'inginruml* m o are entered; thIS
could delay your

application.

Pay P Details for Providing Safe, Healthy, And High-Quality Child Care Opportunities

Payment Program Providing Safe, Hezlthy, And High-Quality Child Care
Opportunities

5. Tell Us About Program Open/Closures
Was your facility open on 05/14/2021?

Please note that you should check Yes if your program is in open
status (as opposed to Temporarily Closed), even if you were
closed on this day for a vacation day or similar reason. Check No
if your program was in Closed or Temporarily Closed status on

this date.

NOTE: If you applied for previous funding through the )
original Child Care Counts Payment Program, many of the
fields throughout the application will be filled in
automatically. Please review all fields that are filled in to
ensure they are still accurate and update as needed. y

\_

Wisconsin Department of Children and Families



Add Application Details for Your Location

|

Tell us about the children at your facility

Did your facility serve any children with
" a

Did your facility serve any children who speak
languages other than English? ¥

Did your facility serve any children who are
experiencing homelessness? *

@ﬁﬁ@
QEEQ

Did your facility serve any children from tribal
[ ities? ¥

Did your facility serve any children living in rural Ve
areas? *

a

b g
7

Payment Program Details for Providing lthy, And High-Quality Child Care Opportunities

Payment Program Providing Safe, Healthy, And High-Quality Child Care

Opportunities
Number of Children zttended *

Comments

6. Tell Us About the Children in Your Program
In this section, you can click on the @ icon for more
information about what the question is asking.

Mumber of Children attended * g a

Enter the number of children who attended at least one day between 5/%,/2021 and 5/15/2021 at this location.

In this case, clicking the more information icon tells you that you
need to add the number of children who attended your location
AT LEAST one day between 05/09/2021 and 05/15/2021.

Click Add to move on to the next page.

A

‘ NOTE: If you see the @ icon next to a field and you are
unsure about what to enter, click the icon to get more
information about what you are being asked to enter.

Wisconsin Department of Children and Families



Update or Verify Location Temporary Closures

7. Temporary Closures

You will be asked to verify any temporary closures during the
funding period. If the closures were already updated in the
Provider Portal, those details will be shown here. If you need to
add a temporary closure period, select the Add Temporary
Closure button, and you will be taken to the Closure Schedule
screen shown below.

COVID-19 Payments - Temporary Closure é_e

Commeon Details
Funding Period June 2021
Grantee Name Licensed Lisg

More
Verify Tempdrary Closure
From To Closure Reason Comments
COVID-1% Expasure of Child(ren) tf COVID-19 zdfadsfd Edit | | 3 |
.

The closure periods should reflect any perieds of time your facility a5 closed during the funding period (5/2/2021 - 5/15/2021). You
must verify the closure periods above by checking the box below anfl selecting Verify If you need to add a new closure period, select
the Add’ button.

A 4
Add Temporary Closure & |b |
The closures listad abowve are accurate and complets for the period of o) - ITyou were not closed during the
funding period, check the box to verify that there were no closure periods during the funding period. v
Verify COVID-19 Payments - Add Closure Schedule =

Due to the COVID-18 health emergency. plezse help DCF understand when you are closed and open. If you are closing, please
enter your closure periad here and 2lso contact your licensor or certifier

Common Details

Funding Period  June 2021
Grantee Name -ensed, Li:

After including all e

Verify Temporary Closure

From

appropriate temporary =
closures, click the checkbox .
indicating that you have

accurately recorded and

verified the temporary
. T
closures for your location. A ewememe |

If you did not have any temporary closures during the funding

— period, check the box to verify and select Verify to continue

—

through the application.

The closures listed abowve are accurate and complete for the period of 5/9/2021 to 5/15/2021. If you were not closed during the
funding period, check the box to verify that there were no closure perieds during the funding period.

Verify

Wisconsin Department of Children and Families



Update or Verify Hours of Operation

COVID-19 Payments - Operational Hours
Add Biparational Hours

Ee 8. Hours of Operation

S If your location was
s = open fewer hours than
e normal during the
period 05/09/2021 -

05/15/2021 due to
COIVD-19, please adjust
your hours here.

rrrrrr

marday
Dpen some hours betwesn & am and §pm ?
Open some hours before § am o after § pmT * m

Comments

| © Qperational Hours Details |

Apout DCF Public Mestings Careers RoquestRecoms  ContactUs  Wisconsingov Press

Tha Dagartmant of Childras and FamSies, pratecting child e, strmsghaning feniiies, Sefidieg mmmunithe

W Frivileges

Hours of operation will be auto-filled based on your license or
certification hours.

Select the Add button to save your information and continue to
the Reopen/Closure Details section, where you will tell us about
your reopening plans if you have been closed.

Wisconsin Department of Children and Families



Adding Children Detail

10. Add Children to the Application
You will be asked to add every child who attended at least one
day between 05/09/2021 - 05/15/2021.

NOTE: The number of children e e P
added in this section must S —
equal the number of children e r— °
that you indicated were in
attendance on the first page
of the application: Add [ ]
Application Details.
L J

COVID-19 Payments — Add Child E@

Common Details
Funding Period June 2021

Grantee Name Licensed, Lisa
-.More

Child Details
First Name * Jos
Middle Initial
LastName = | o
Date of Birth = | - /11,2014

Care Type * | (@ Full-time Care | O Part-time Care | ¢
Has disability? * | () yes é
Click the @ icon
for more information
about what the
question is asking.

=
-3

HE
L

Speaks language other than English? * Cve

Experiencing homelessness? * COve

(C]
=
o

-3

Living in tribal community? * OYe:

il
7
® |®
g |&
e

Living in rural area? *

L J
W1 Shares recipient during 05,/09/2021 — (@) No
05/15/20217 *
Attend during 05,/09/2021 - 05/15/20217 * m o <€
<

Comments

Click the Add button once you have filled out all information on the page.

Wisconsin Department of Children and Families



Previous Payment Child List

11. Verify Previous Child List

If you applied for funding in a previous Child Care Counts
application, children added to your previous application will
appear here, and may be copied into your current application.
Click COPY to add children to your application. This will take
you to the Child Details page.

COVID-19 Payments - Child List =

Common Details
Funding Period June 2021

Grantee Name Licensed, Lisa

Name @ Date of Birth @ Care Type ®
loe Soap 71172014 Full-Time Care Copy |> I
Severus Snape 8/15/2016 Full-Time Care m Copy |b I
Albus Dumbledore 7112016 Full-Time Care Co| | b
Add Child |h~ ‘
l 1 i child List |
Verify child details that were
2 copied and indicate if the
creoe - [OraEIEEE [Cronimean ] o child attended at least one
e o day between 05/09/2021 -
e 05/15/2021. Click the @
FR— icon for more information
o about what the questions
e are asking.
Attend during 05/09/2021 - 05/15/20217 * [Gives [Ona | o g J

Click the Add button once you have filled out all information on
the page.

Wisconsin Department of Children and Families



Adding Children Detail

12. Add Children to the Application

After adding a child to the application, you will be taken to the
Child List that shows you all the children you have added to your
application. Click the Add Child button to continue adding
children to your application. Remember, the number of children
displayed here should match the number of children that you
listed as enrolled in the Grant Details section.

@JV[D-P; Payments - Child List If you need to
update or review

the information

e T LT T s | about a specific
i - peuis | child, click on the
““““““““““““““““ E— R ==> | Details button to
_I be taken to that
COVID-19 Payments — Child Deta(i:‘l;mon _— 4 = Ch”d'S record.
PR Click on the
s oeis o cov 3 s ~ | ...More button to
J get to the Modify
..: e Child Button.
<  child List

If you have added a child in error to the application, you can

remove the child by checking the box Remove this child from
the grant?

Comments

Remove this child from the grant? <

Click Save on the Modify Child Details page if you have changed
any information; you should be taken back to the Child List. You
can continue adding children, as needed, or proceed to submit
your application.

Wisconsin Department of Children and Families



Finalizing Your Application

@ ID-19 Payments — Child List
Common Details

13. Review Your

Funding Period June 2021

Grantee Name Licensed, Lisa

Submission

~ “ | Click the Submit
Name ® Date of Birth ® Care Type @ . . —
o =wp] | Application
Severus Snape 8/15/2016 Full-Time Care Details | P | H H
Atbus Dumblecore - L Time Care betaits | B | b Utto n to fl na I 1Z€
Add Child [ | your appllcatlon.
Submit Application [» |f<

You will be taken to the Submit Application page. The top of the
page will review and compare the information that you entered
on the Application Details page to the information that you
entered for each child. Any text in red indicates that there was a
mismatch in what you reported in the Application Details page

with what you reported for each child.

COVID-19 Payments - Application Details

Inconsistent and/or
incorrect information
will delay and/or
could possibly
prevent your
application from
being processed. It is
imperative you go
back and fix any
issues noted in red.
If you are having
trouble fixing and/or
modifying your
application, please
email or call for
assistance.

Continue to Add Operational Hours | » |
G Details
Grantee First Name Lisz
Grantee Middle Initial
Grantee Last Na
Grantee Email m
Grantee Ph
Funding Period June 2021
Was your facility open on 05/14/2021? h{
Did your facility serve any children with disabilities? ez
Did your facility serve any children who speak ¥
languages other than English?
Did your facility serve any children whoare s
experiencing homelessness?
Did your facility serve any children fi ibal h{
com
Did your facility serve any children living in rural s
areas?
Modify Common Details [» |

Details for Providing Safe, Healthy, And High-Quality Child Care Opportunities

gr )

Payment Program  Providing Safe, Hezlthy, And High-Quzlity Child Care Opportunities
Grant Application ID POO0000325
Humber of Children attended &

Grant Status Incomplete

{view Terms and Conditians)

Modify Application Details

i o ¥ =] =]
Temporary Operational Children Payment Program Submit
Closure Hours Documents Integrity Applicati
cuments
- | u Payment Program Summary |

Wisconsin Department of Children and Families



Finalizing Your Application

COVID-19 Payments - Submit Application E

14. Review Your Submission
R You must correct any entries
o B with red text. They give you
specific details about a
mismatch or other problem
with the entry.

Funding Periza

&eant Application D

Humbes of Children attended &

Diat yeur acility serve amy chitaren witn i

Languages
Did your facility s
expesiencing homelessn

0¥ your racility serve any cnilaren from trisal
camen

...... 7

Did your faciliy serve amy children living inrural  Yes
areas

Gantstatur  Incos

an
-2
* Funderstand tat i

fund if [ £ail to mest the terme and conditions of the progeam.

2oy i 22 by s i

nt saurcs.
ir terms ana i Tagree w repay me:

I accept the Terms and Conditions soove.

< | B 4petication Derils |

APOUEDCF  PublicMeetings  Careers  Amquectfscord:  Contactls  Wiscansingay Fress

Any text in red indicates that there was a mismatch in what you
reported in the Application Details page with what you reported
for each child. Inconsistent and/or incorrect information will
delay and could possibly prevent your application from being
processed. It is imperative you go back and fix any issues noted
in red. If you are having trouble fixing/modifying your
application, please email or call for assistance.

Click Application Details to return to the application and correct
the information as necessary.

Wisconsin Department of Children and Families




Finalizing Your Application

15. Review the Terms and Conditions

After reviewing your information, please read through the
Terms and Conditions for the program. Please note we strongly
recommend printing and/or saving these Terms and Conditions
and filing all related expenditure documents in a safe place.

COVID-19 Payments - Submit Application =5

16. Submit Your Application

Once you have read through the Terms and Conditions, click
the “l accept the Terms and Conditions above” checkbox, and
click the Submit button to submit your application for the
program.

Wisconsin Department of Children and Families



Modifying After Submission

17. Updating After
Submitting

You will have the ability
to update your
application after
submission, until the
application period ends
at midnight. You will
need to modify each
section and its detail
level information.

- To modify the
Common Details,

COVID-19 Payments — Application Details

G Details

Grantee First Mama Lizsz
Grantee Middle Initial
Grantee Last Name Licenzed
Grantee Email lisa@licensedcentercom
Grantes Phone (121} 112-1212
Funding Period Juns 2021
Was your facility open on 05/14/2021% ez
Did your facility serve any children with disabilities?
Did your facility serve any children who speak
Ianguages other than English?

L]
N
Did your facility serve any children who are No
experiencing homelessness?
H;

Did your facility serve any children from tribal

Modify Common Details

>

Pay Program Details for Providing Safe, Healthy, And High-Quality Child Care Opportunitic

Payment Program  Providing Safe, Hezlthy, And High-Quzlity Child Care Opportunities
Grant Application ID POOO000325
Number of Children attended &

Grant Status Submitted

{view Terms and Conditions)

click the Modify
Common Details
button.

- To modify the
Application Details,
specifically the number
of children enrolled
during the funding
period, select the Modify
Application Details
button. Remember, any
change in the number of
children will affect the
number of children who
need to be entered in the
Add Children module.

o = — =
» Modify Application Details | | 3 |
m ) Y =] o]
Y i Children nt Program
Closure Hours Documents Integrity
Documel nts
R | ‘ Ql’ayment Program Summary |
About DOF Public Meetings Careers Request Records Contact Us Wisconsin.gov Pn
T it S ing children., lie=. building comm

Upcllte sPa cwa privflages

You can use the
Temporary Closure,
Operational Hours, Staff,
Children, Closure/Reopen
— buttons to update those
specific sections of the
application. Refer to the
previous instructions in
this guide for specifics.

Wisconsin Department of Children and Families



APPLYING FOR PAYMENT PROGRAM B

Funding Staff
Recruitment And
Retention Efforts

Wisconsin Department of Children and Families



Beginning Your Application

0-19 Payment Application List E

© COVID-29 payments and view details of payment program applications already started or completed.

—— 1. Begin Application

Status

T e e | ONthe Payment Program

Care Oppo:

(= oo === ) | Summary page, apply for a

Funiing Period When Can T Apply?

June 2021 May 0F - May 28

tias

Saring 2024 March 13 - Apei =v".:i155=‘!"N‘j‘ﬂ“;fi_?:'ma'i:?uim Incompizts | Detaits | B LN o4 M4 .
S specific program, by clicking the
Saring 2024 March 13 - April 28 3 = “E'_‘“::"”’W‘m" Incompizts | Detsits | B
s e e eenee oy | @Ppropriate Apply button. In this
31 portunities.
s S wesfimess oo s case, we will click the Apply
)

August 23 - g ety Andt High-Queatity Cnild | o
September 08 caff Ooportunities

e bt e button next to the Funding Staff

i

September 08 Efforts Availaple

. .
= Recruitment and Retention

2020 =3 W Availaple
May 12 -June 11 June 25 - September Hot

Efforts program

:

May 12 -June 11 June IE-E-eJkEInJ!r Support Far Hot

2020 =3 Available
April 12 - May 11 T Araviding Fus et

2020 W Available

2. Review Payment Program [QMRLramens,.. oo A\

COVID-19 Information

.
I nfo rI I l at I o n IMPORTANT NOTICE: The Child Care Counts programs are time-limited payment programs designed to provide assistance to child care

providers in response to the COVID-13 public health emergency. They are not grants as that term is defined in 45 CFR 72 and related
federal regulations. and use of the word “grant” is incidental

After selecting to apply for @ | e onsenion cvee

The Funding Staff Recruitment And Retention payment program is intended to support the costs associated with recruiting and

.
a m e n-t ro ra m O u WI I I retaining Righ-quality =2 Details about the purposs, conditions. 2nd determinztion of the payment can be viewad on the payment
) information
. . ‘When Can I Apply?
S ee a ni nfo rm atl O n a I S C ree n You mey spaly for this payment snytims from 08/03/2021 through 05/28/2021, You msy meks changss to yaur szELcstien until tha st
day. After that, your infarmation will be locked 30 that the determination and payment process may proceed.
‘What information do I need to complete this application?

that details the following:

« Facility detzils {contzct information, summary information about your staff and children)

M 13 » Temporary closures due to COVID-13
. verview of the specific
» 5taff Information
® Enrolled children information

p ay m e n-t p ro g ra m « Reopen/Closure deteils (Required i location is closed)

‘What happens after I submit my application?

After 05/28/2021, DCF will eveluats and determine payments. You will be notified by emzil when the review process hes been

.
e When the provi der can e et i e e s s e eyt sk o et oo ot e e e o T 1400

haven't done so already. FIS registration may teke up to 10 business days, and must be finalized before the end of the review period in
order o receive your payment through direct depesit. If you prefer to receive 2 check, you will receive additional instructions with your

apply
+ Information that willbe | ———————==—"* &
collected in the 1
application
« What happens after the
submission of the
application

ez, protecting children, strengthening families, building comflunities

3. Continue
Click Continue to go to the
Application Details page.

Wisconsin Department of Children and Families




Add Application Details for Your Location

COVID-19 Payments — Add Application Details

Add common and payment program details for Funding Staff Recruitment And Retention Efforts

= 4. Add Grantee

G Details

Funding Period June 2021 o
Grantee First Name * Liza
Grantee Middle Initial
& Lest Na Licensed
Grantee Email Lizz@L d m
Grantee Ph ..

Details

There is a single
funding period for
this application.

Tell us if your program is opened or closed due to COVID-19
Was your facility open on 05/14/20217 * m

Be sure to enter the
details marked with a

Tell us about the children at your facility

Did your facility serve any children with

disabilities? * e

Did your facility serve any children who speak
languages other than English? *

Did your facility serve any children who are
jencing homel

a

Did your facility serve any children from tribal
communities? ¥

® ®
i i
® [0 @
B E

Did your facility serve any children living in rural
areas? *

red star. =

If inaccurate details
are entered, this
could delay your

Pay P Details for Funding Staff R it And R

Payment Program Funding Staff Recruitment And Retention Efforts

Number of Children attended * o

application.

5. Tell Us About Program Open/Closures
Was your facility open on 05/14/2021?

Please note that you should check Yes if your program is in open
status (as opposed to Temporarily Closed), even if you were
closed on this day for a vacation day or similar reason. Check No
if your program was in Closed or Temporarily Closed status on

this date

\_

NOTE: If you applied for previous funding through the
original Child Care Counts Payment Program, many of the
fields throughout the application will be filled in
automatically. Please review all fields that are filled in to
ensure they are still accurate and update as needed. y

~N

Wisconsin Department of Children and Families



Add Application Details for Your Location

s | g

Tell us about the children at your facility
Did your facility serve any cn!ld ren \.vil: . ,@T‘OT‘ e
ety sy i o (O [l
Didyuurla(ilityser\'_ear:‘:r:_ildrel:\ who ar:s ,@T‘OT‘ a
Did your facility serve any child I:El’l from Friba}l . W@T‘

Did your facility serve any children living in rural
your fciley senve zny e, °

areas?

Pay o Details for Funding Staff R p And Re ion Effe

Payment Program Funding Staff Recruitment And Retention Efforts
Number of Children attended *

Commeants

6. Tell Us About the Children in Your Program
In this section, you can click on the @ icon for more
information about what the question is asking.

Mumber of Children attended * 3 i

Enter the number of children who attended at least one day between 5/9/2021 and 5/15/2021 at this location.

In this case clicking the more information icon tells you that you
need to add the number of children who attended your location
AT LEAST one day between 05/09/2021 and 05/15/2021.

Click Add to move on to the next page.

NOTE: If you see the @ icon next to a field and you are
unsure about what to enter, click the icon to get more
information about what you are being asked to enter.

Wisconsin Department of Children and Families



Update or Verify Location Temporary Closures

7. Temporary Closures

You will be asked to verify any temporary closures during the
funding period. If the closures were already updated in the
Provider Portal, those details will be shown here. If you need to
add a temporary closure period, select the Add Temporary
Closure button, and you will be taken to the Closure Schedule ~
screen shown below.

COVID-19 Payments - Temporary Closure Ee

Common Details
Funding Period June 2021

Grantee Name Licensed, Lizsa

IO
Verify Tempprary Closure
From To Closure Reason Comments
WID- 5 F Chil 7 ¢ essenti ies, 5 5 i N
0512/21 COVID-1% Exposure of Child(ren) I amfwaz ouf of manny e _En izl supplies, such as clesning Edit | > |
to COVID-1% products, bagpy food. and wipes N S

The closure periods should reflect any periods of time your facility pvas closed during the funding period (5/9/2021 - 5/15/2021). You
must werify the closure periods above by checking the box below =fjd selacting Verify. If you nesd to add 2 new clozure period, select
the Add’ button. v

] |
I Add Tem porary Closure [ | > I
The closures listed above are accurate and complete for the period of 5/9/2021 to 5/15/2021. If you were not closed during the
funding period, check the box to verify that there were no closure periods during the funding period. L
Verify COVID-19 Payments - Add Closure Schedule =]
Due 1o the COVID-1% health emergency, plezse help DCF understand when you 2re closed and open. Ifyou =re closing, please
enter your closure period here and also conzact your licensor o certifier

After including all e,
appropriate temporary Ty G

From
5/12/2021 o
Date * =

closures, click the checkbox
indicating that you have i
accurately recorded and

verified the temporary
closures for your location.

« ‘ % Temporary Closure |

If you did not have any temporary closures during the funding
— period, check the box to verify and select Verify to continue
through the application.

= The closures listed abowve are accurate and complete for the period of 5/9/2021 to 5/15/2021. If you were not closed during the
funding period, check the box to werify that there were no closure periods during the funding period.

Verify

Wisconsin Department of Children and Families



Update or Verify Hours of Operation

COVID-19 Payments - Operational Hours
A Oparational Hours

Thursday

mmmmm

Ee 8. Hours of Operation

If your location was
open fewer hours than
normal during the
period 05/09/2021 -
05/15/2021 due to
COVID-19, please
adjust your hours here.

Hours of operation will be auto-filled based on your license or

certification hours.

Select the Add button to save your information and continue to
the Reopen/Closure Details section, where you will tell us about
your reopening plans if you have been closed.

Wisconsin Department of Children and Families



Attaching Staff to the Program

9. Review Staff Associated with Location

You will be asked to verify every staff member who worked at

your location during the funding period. All individuals attached

to your location will be displayed on this page.

)

If you do not see an individual who worked on your staff

during the funding period, you must add them through the
Individual Module if you want them to be considered for

funding. Individuals will not be able to be attached until they

have a background check request on file. Refer to Appendix |
for information on how to add an individual.

. J
COVID-19 Payments - S5taff 0
Staff Attached to Elifll"..’[15‘lgl-].‘3| Payments Request E
Commeon Details
Funding Period June 2021
Grantee Mame Licenzed, Lizz
_Maore
....... Stﬂﬁ
Hame @ Care Type Current Payroll
Limda Tester Ful-Time Yes Details |P | <G
Add Staff »
1
— Click here to add staff. Click here to view staff details. —

.

If you are a family provider, and you are the only
employee at your location, you will only need to add

yourself.
g J

Wisconsin Department of Children and Families



Adding Individual Staff

10. Add Staff to Be Considered for Funding
You are then taken to the Staff Summary page to review

all the individuals attached to the application.
10 R =
Common Details
Funding Period June 2021
antee Name i
Stff I
Name @ Care Type Current Payroll
Linda Tester Ful-Time 3 Yes Details | >
ql Application Details ’
\ 4
To add a staff member | = 8 - e
Cheese Z Cake Kitchen S5taff, Teacher - Assistant 08/23/19 Select | » |
'to b e CO n S I d e red fo r Ice Cream Cake Applicant/Licensee, Administrator select | B |

Pound C Cake Teacher - Aszistant, Kitchen 5taff 0%/16/19 Select | »

p ro g ra m fu n d i n g, u S e Chocolate Cakes Applicant/Licensee 04/23/16 Select | B
the Select button to fill |- 7 —

Out the Staff-level Devil Food Kitchen Staff, Tezcher - Azzistant Select | B |
details.

«| Staff Details

Once you have finished adding all individuals to the
application, select the Add Child button to proceed with

the application.
Add Child » |

Wisconsin Department of Children and Families



Adding Children Detail

11. Add Children to the Application
You will be asked to add every child who attended at least one

day between 05/09/2021 - 05/15/2021. AN
‘ A

NOTE: The number of children ment Pred forfunding Saftiecrmen Andkerention foes

added in this section must T ——

equal the number of children S — °

that you indicated were in

attendance on the first page

of the application: Add

Application Details.
L PP J

COVID-19 Payments — Add Child Em
Common Details

Funding Period Jun= 2021
Grantee Name Licensed, Lisz
_.Maorg

Child Details

: *
First Mame Hermigne

Middle Initial

*
Last Mame Granger

PERT
Date of Birth 03/17/1% ]

Care Type * |@Full—time Care |Opart.—time(are | o

Speaks anguage ather than Engish? * [ves [ISING Click the @ icon
Experiening homelessness? * o for more information
Living i tribal community? * about what the
Lving o rratarea? * . question is asking.
\ J
e e e e tarsonis = (v [
Attend during 05/09/2021 - 05/15/20217 * m o <

Comments

Click Add once you have filled out all information on the page.

Wisconsin Department of Children and Families



Previous Grant Child List

12. Verify Previous Child List

If you applied for funding in a previous Child Care Counts
application, children added to your previous application will
appear here, and may be copied into your current application.
Click COPY to add children to your application. This will take
you to the Child Details page.

COVID-19 Payments — Previous Grant Child List =
Common Details
Funding Period June 2021
Grantee Mame Licenzed, Lizz
Name Date of Birth ® Care Type ~
Dina Saur 7/13/2019 Full-Time Care @ copy [ |
Ray Palmer 8/12/2016 Full-Time Care Copy L] .
Laurel Lznce 6/23/2020 Full-Time Care Copy L] |
Add Child » J
«| & Child List I
Child Detm" [
Verify child details that
o were copied and indicate
. if the child attended at
GreType * [@Fulltime Gare | OParttimetare | o |east one day between
Has disability? *

¢ 05/09/2021 -
05/15/2021.

Click the @ icon for
more information about
what the questions are

asking.
. J

Speaks language other than English? *

Experiencing homelessness? ©

Living in tribal community? *

= = = = =
o o o o o
2

-]

Living in rural area? *

'WI Shares recipient during 03/07,/2021 - 03/15/20217

®
F
®
=
2

Attend during 03/07/2021 - 03/15/2021? *

Click the Add button once you have filled out all information on
the page.

Wisconsin Department of Children and Families



Adding Children Detail

13. Add Children to the Application

After adding a child to the application, you will be taken to the
Child List that will show you all the children you have added to
your application. Click the Add Child button to continue adding
children to your application. Remember, the number of children
displayed here should match the number of children that you
listed as enrolled in the Grant Details section.

@VID-iQ Payments — Child List E If you need -to
P | update or review
- J e g e the mformatpp
Joe Sazp /1172014 Full-Time Care Detaits | about a SpeCIfIC
Severus Snape B/15/2016 Full-Time Care Details |b- Ch i I d, CI iCk on the

Albus Dumbledore 771142014 Full-Time Care Details | >

Details button to
be taken to that

Tom Riddle 5/23/2015 Full-Time Care Detgils | >

COVID-19 Payments - Child Deta:ls —— E Child's record .
P Click on the
ot et o o199 ~— |, ..More button to
N tome soane J get to the Modify
i Child Button.

«| & Child List

If you have added a child in error to the application, you can

remove the child by checking the box Remove this child from
the grant?

Comments

Remove this child from the grant? <

Click Save on the Modify Child Details page if you have changed
any information; you should be taken back to the Child List. You
can continue adding children, as needed, or proceed to submit
your application.

Wisconsin Department of Children and Families



Finalizing Your Application

@ COVID-19 Payments — Child List _ E .
T 14. Review Your
= | Submission
Click the Submit

Name @ Date of Birth ® Cara Type ®

g
v

2
o [= s
AR
F |7 &
v

Application button to
finalize your
application.

g
v

TTTTTTTTT

g
v

v v

v

ssssssss

g
v

o | & |8
i 88 & &
& |5 & @

g
I
v

Add Child > |

B L | P
Submit Application ‘ » | | o

You will be taken to the Submit Application page. The top of the
page will review and compare the information that you entered
on the Application Details page to the information that you
entered for each child. Any text in red indicates that there was a
mismatch in what you reported in the Application Details page
with what you reported for each child.

Inconsistent and/or COVID15 Payments _Submit Applicetion =
incorrect information
will delay and/or could
possibly prevent your
application from being
processed. Itis
imperative you go
back and fix any
issues noted in red. .
If you are having

trouble fixing and/or

modifying your

application, please

email or call for

assistance.

Terms and Conditions

1accept the Terms and Canditions abave.

Wisconsin Department of Children and Families



Finalizing Your Application

15. Review the Terms and Conditions

After reviewing your information, please read through the
Terms and Conditions for the program. Please note we strongly
recommend printing and/or saving these Terms and Conditions
and filing all related expenditure documents in a safe place.

COVID-19 Payments - Submit Application =

Humier of Chikdren attended &

.'='.:=':=:':':'E"=:'..'_ does not match the number of
dren =ntersc in the application. Mumber ertened: 7
@ Terms and Conditions

Iacceptthe Terms and Conditions abeve. I

16. Submit Your Application

Once you have read through the Terms and Conditions, click
the “l accept the Terms and Conditions above” checkbox, and
click the Submit button to submit your application for the
program.

Wisconsin Department of Children and Families



Modifying After Submission

COVID-19 Payments — Application Details

17. Updating After
Submitting

You will have the ability
to update your
application after
submission, until the
application period ends
at midnight. You will
need to modify each
section and its detail
level information.

- To modify the
Common Details, click
the Modify Common
Details button.

- To modify the
Application Details,
specifically the number
of children enrolled
during the funding
period, select the

Modify Application

Details button.
Remember, any change
in the number of
children will affect the
number of children who
need to be entered in
the Add Children
module.

Commoan Details

Did your facility serwe any children fram tribal H

Communitie: 57

areas?
\ 4

l Hodify Common Details | > |l

Payment Program  Funding StafT Recnuitment And Retantion Efforts
sssss Application ID  ROODCOOIZT
Humiber of Children attenged £

© ‘ ¥ ‘ ¥ B B
rary Operationa saarr chitaren Payment Pragram
bzure: Hours Documents i
DoCuments:
a
4 | ’ Fayment Pragram Summary |

You can use the
Temporary Closure,
Operational Hours, Staff,
Children, Closure/Reopen
— buttons to update those
specific sections of the
application. Refer to the
previous instructions in
this guide for specifics.
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APPENDIX |
Adding Individuals to the Child Care Provider Portal

This module allows child care providers to enter current and prospective
employees and household members for background check purposes.

Individuals

Select Staff to Attach to COVID-19 Payments Request

If a staff member is not listed below, access the Individuals link in the right-side sandwich menu to add the staff member onto

your Individual List.

Commen Details
Funding Period ~ June 2021
Grantee Mame  Licznsec, Lisa
Individuals
Name ® Role(s) Employment Period
Cheese Z Cake Kitchen 5taff, Teacher - Assistant 08/28/19 Select | | 2 |
Ice Cream Cake Applicant/Licensee, Administrator Select | > |
Pound C Cake Teacher - Assistant, Kitchen Staff 09/16/19 Select | ’ |
Chocolate Cakes Applicant/Licensee 04/28/16 Select | > |
German Chocolate Director Select | > |
Suzy Cupcakes Teacher - Assistant 09/16/19 Select | > |
Devil Food Kitchen Staff, Teacher - Assistant Select | b |
Mia Gg Facilities Staff 02/03/20 Select | > |
Marble € Mixture Teacher - Lead, Teacher - Assistant 07/01/18 select | B |
Maribel C Oso Teacher - Lead 08/29/18 Select | > |
< Staff List |

If you do not see an individual who worked on your staff during the
funding period, you must add them through this module if you want them
to be considered for funding.

Individuals will not be able to be attached until they have a background
check request on file.

Follow the link below to download the latest Child Care Provider Portal
(CCPP) User Guide.

https://dcf.wisconsin.gov/files/publications/pdf/5221.pdf
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